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3. According to the way they are f£iled in archives, Gocuments are divided as
follows:

$2)  Documents which are kept in the archives of orgonizations or enter=-

prises for a determined perilod, ons, two, or three years, “hea this

period has elapsed the documents, after they have been coordinated

with the oblast or municipal archives of the 1V, are burned or used

for paper pulps. Thils category incluces less important docuients whicl

have no valus such as:

(1) Correspondence between organizations end individusl ecenoiiic
units within the organizatlon.

(2) Correspondenhce between the glven orgenization and other crgani-
zations and enterprises which are not gubordinate to the slven
organization, This cen include or::anizations wiich are not in
the Merchant Marine.

(3) Correspondence concerning statements and coumplaints of the workers.

'(4) Co‘rrespon&ence concerning "Socialist Competition’ and the imculeation

of advanced work methodse |

(5} Records of voyages completed by vessels of the transport flest and
work nssigrnments completed by the gervice~auxiliery and the sbechnical
fleot. ' ' S :

{b) ' Documents which, after remaining in the archives of en organization for

Led

(4)

a definite period,. are supposed to be delivered to the oblast! or mnicipal
archives of the MVD where they ere retalned for a period - of elther three or

five years, The qecond category includes the following-types of documsnts:
(1) Corbespondence with officials of the Ministry.

(2) Correspondence concerning wages, saleries and premiums for workers,
enginserwtechnical employees and office amployees.

(3) (:orrespozﬁence.'qoncern'ihg esteblishment of work norms for the workers.

(4) Btatistioal exploitation reports.

(5) Operational exploitation reports.

Docunents vihleh ore rotained permenently in the organizatlon or enterprise

‘archives. The third category includes the following types of documents s

(1) srehives of the construction=desijn bureau end depertuentse o

(2) Orders and regulations by mancgers of orgmliza"ti"ons.

(3) Frodretion=finance plans for shorc orgenizationss

(4) Troduction-finance plang for the fleet. -

(5) freliminery finence figures. (koutroltnyye teifry)

(6) Balonce sheets of the besic activity of the organization.

(7) Dalance shoets of subsidiary organizations contained In the given
organizetions.

Yocuments viich ere retained for a definite perlod of three years in the

organization archives and then Celiver.d for permencnt filing in okblast!

or municipal archives. This catesory includes:

(1) Secret and top secrel corrsspondences

(2) otatistical and bookkeepin: povorts on the production and finsneial
activity of the organization or enterpriso.
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" archives of the organizations or enterprises. Up until a certaln time they
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(3) Correspondence with the linistry on guestions of legislative acts.
(4). Correspondence with the Governuent,
. (5) Orders, regulations and decrecs of the Government. and IMinistry.

Tiles containing secret and top secret correcpondence ere not retalned in ihe

are kept in the safes of the Secret-Coding and the Tlitary-robilizotion di-
vislons and in the safes of those officials vho carry on secret correspondence.
Upon expiration of the retention period tlhe Cociments are delivered to the
secret section of the oblast! or the rumicipul archives of the MVD.

If during the course of a year several folders are comenced for the seme Tile,
they are numbered as each folder is completed. iach folder is supposed to te
marked with the case or file number, its designation, date of cormencement «nd
completion of the folder, and designation of the division which is hanéling the
given cagses When delivered to the archives, all the papers in the folder :wst
be sewed in with threads, 01l the pages mmst be numbered and all the folders
of the same case must be mumbered and fastened together. On every folder tle

" number of pages contained in it must be indicated.

Case foldars are delivered and signed for by the ppropriate official (nenaser
of the archive, archivist, chief of the adzdnigtration-properties clivisioni.
If the owner of the file demands it,: the file must be issued immediately.
Anyone requiring. a file fronm the archives which he himself did not deliver

%o srchives mugt have written permlssion to withdraw the file from the person

- who did deliver it to archives, otherwise the file will not be issued.

In conclusion, ‘most officials resist délivering their completed

cagoe to archives and retaln most of their completed cases in thelr divisions for

years and even Gecades. st offlclals Co not trust archives and besides, “hey
£oll to surrender documents in order to avoid the trouble and red tape involved
in securing their return. ‘hen there is nced of some document froi archives,
it 1g necessary to walt a long tine (cometimes weeks and nonths) while the
document i found, 1f it is ever found. Thus, most officials tsnd to retain
archive documents and cosecs in their divisions, knowing that they will Dbe sufe
and irmedlately avallubls vhen necded.
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